
 

 

 

1 Missing Items 

 

Staff Tutorials 

Marking Items as Missing 

To mark an item “missing” start by retrieving the item in the staff client.  This can be done from “Circulation” and “Show 

Item Status by Barcode” 

 



 

 

 

2 Missing Items 

From the item status window, enter the barcode for the missing item. 

 

After submitting the barcode, the item will appear below.  Select the item and click on “Actions for Selected Items” and 

“Mark Item Missing”. 

 

 



 

 

 

3 Missing Items 

The “Mark Missing” window will appear in a pop-up. 

 

Click “OK” and the confirmation will appear. 

 

If you need to add a billing, follow the “Show Last Few Circulations” tutorial to find out the last patron to circulate the 

item and bill them.



 

 

 

4 Missing Items 

The holds report will run and populate a printable listing of items that need to be pulled from shelves to fulfill holds. 

 


